
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. s\ -^f? ^-,

Page 1 of 4

Agency Kent County Division/Unit Planning Office

Item
No

1

2

3

Description

Zoning
Zoning Amendments/Projects/Appeals (Minutes)

Correspondence, zoning maps, drawings, surveys, work
papers, master plans, minutes of public hearings, appeal notes
and hearing minutes

Major/Minor Subdivisions Road Waivers, Site plan
reviews

Plats, subdivision applications, handwritten notes,
performance bonds, management plans, declaration of
restrictions, correspondence, final plats, property transfer
record, agreements, etc.

Building permits issued/white/yellow
Application, payment form, sediment control form,

drawing of project, specifications, receipt for payment,
correspondence, site sketch, approval signature, correction
list, etc.

White copies of building permits issued includes sketches
of property (separated by district)

Yellow copies of application for building permits
(separated alphabetical)

Approved by Department, Agency, or Division Representative.

Date June 1, 1998

Signature (y&p*-4*? J} ̂ AA.&-<'*~-e<j-+*^--

TvpeName Charles D. MacLeod

-Title County Administrator

-

Retention

Refers to items #1-2
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain permanently. Microfilm,
verify microfilm to ensure that
all documents have been filmed
and film is readable. Transfer
film periodically to the Md State
Archives. Destroy documents
after film has been checked.

Schedule Authorized by State Archivist.

Date

I
Signature S

JUN 4 1998

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IIECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

4

5

6

7

8

(Continuation Sheet)

Description

Areas of restricted development plats
Plats showing - slope, soil, flood plain, sediment/erosion

control, road plan and profile, water, sewage, road proposal
plans, soil conservation, water system plans, etc.

Agenda Packets (include minutes)
Files consist of correspondence, planning commission

meeting agenda, quarterly subdivision reports, minutes,
applications, drawings, etc.

Grant Files
Correspondence, remittance advice from Maryland

Department of Environment, grant agreements, grant - in -
aid progress reports, commissioner's payment form,
mileage reports, contracts, grant request forms, summary
sheets, reference material, etc.

Planning Commission Expenses
Expense files consisting of computer generated expense

reports, request for journal entries, commissioner's payment
form, copies of invoices, correspondence, etc.

Budget Data
File consists of organizational charts, correspondence,

approved budget work papers, etc.

Schedule No. / i <=><=''-'7 o

Page 2 of 4

Retention

Retain for 10 years, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain for 3 years after grant is
closed and until all audit
requirements have been fulfilled,
then destroy

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy

Same as item #7

DGS550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IIECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

9

10

11

12

13

(Continuation Sheet)

Description

Site plans/Blue prints
Grading and sediment control plans, final site plans, site

improvements, proposed road improvements, etc.

Board of Appeals
Zoning Appeals (includes minutes)

Notice of public hearings, application, hearing minutes,
pictures of property, drawings, appellants memorandum and
supplements, correspondence, etc.

Appeal Board Minutes
Typed minutes of Board of Appeal hearings

Miscellaneous planning subject files/general
correspondence

Easement holdings, capital projects, historic zoning,
industrial parks, conservation

Consists of correspondence, copy of deeds, grantors,
surveys, industrialized building location report, zoning
amendments, block grants, manpower, historic preservation
nominations, geological surveys, soil surveys, zoning
ordinance text change, county road surveys, airport studies,
etc.

Storm and sediment control files
Correspondence, storm water management studies,

drawings, storm water management waiver requests, etc.

Schedule No. A <y^~'O -7

Page 3 of 4

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives

Retain permanently. Transfer
periodically to the Maryland
State Archives

Same as item #10

Refers to items #12-13
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.



DGS 550-1A (Rev. 10/92)

DEPARTMENT OF GENERAL SERVICES
]RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

14

15

16

17

18

(Continuation Sheet)

Description

Plumbing Commission files
Inspection information, sanitary construction projects,

expense reports, correspondence, bonds, mileage reports,
cash receipts, permits, license renewal cards, etc.

Plumbing applications for plumbing and house
connections

Applications, inspection reports, notarized affidavits,
inspection approval slips, permits and receipts, etc.

Miscellaneous files
Files containing documents reference - Agricultural

Advisory Commission, correspondence, LEAA grants,
expense reports, reports of building reports issued, Kent
County Council of Governments, etc.

Inactive Project files
Correspondence, plats, project quarterly reports, contract

change orders, minority business enterprise, utilization
reports, periodic estimate for partial payment, outlay reports
and request for reimbursement for construction, etc.

State Clearing House files
Stored by town/district/project
Consisting of correspondence, summary notification

reviews, plats, applications for federal assistance, narrative
statements for EPA studies, etc.

Schedule No. s\ ^p-j^p - o
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Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy

Same as item #14

Refers to items #16-18
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

DGS 550-1A (Rev. 10/92)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY

f
2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and ussaas > unit forreferance as well as retention and disposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include ihe purpose or function of the Series)

7. RECORD^ERIES FORMAT(S)

-0 Letter Sjze o Microfilm

s-'Legal Size a Computer Tace

a Bound Book o Floppy Disk

a Audio Tape a Video Tace

(Specify) .

RECORD SERIES SEQUENCE

o Alphabetical

• Numerical

a Chronological

D Geographical

• (Specify)

9. VOLUME
File Orawer(s)

D Microfilm Reel (s)
, 0 Computer Tace (s)
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
a Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S req/ation(s)

a Yes v No

16. AUDIT REQUIREMENTS

a None • Stale • Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93)



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVE.NJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related recorda normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documenls/forms found in Ihe Series Include ihe purpose or funclion of Ihe Series)

7. RECORD SERJES FORMAT(S)

a'-feller Size a Microfilm

^TTegal Size • Compuler Tsce

a Bound Book a Floppy Disk

o Audio Tape , • Video Tape

(Specify)

o Audio Tape f

«"T5iher (Specify)~TSS7/-

8. RECORD SERIES SEQUENCE

G Numencal

o Chronological

a Geographical

a Olher (Soecnv)

9. VOLUME

JL

File Drawet(s)
a Microfilm Reel isi
a Compuler face !s!
a Olher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s|
D Microfilm Reel (s)
D Compuler Taoe(s)
a Olher (Spec:fy)

Number

11. FILE IS U»ED

Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly a Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

a Yes • No

16. AUDIT REQUIREMENTS

D None a Slale D Federal • Independenl

17. IS AN INDEX SYSTEM USED7 (If yes. exoiam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes f^No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

:C,S 5*0-4 (Revised I/93I



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDULE JDGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS

Page _,,

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of rolated records normally filed and tfaed as a unit for roference as well as retention and disposition purposes.

6. RECORD.SERIES DESCRIPTION ( Briefly describe the lypes ol informaiion/documenls/forms found in the Series. Include ihe purpose or (unction ol the Serfes

7. RECORD SERIES FORMAT(S)

.eller Sizs^ a Micioiilm

^egal Size a Compute; Tace

a Bound Book a Floppy Disk

a Audio Tape o Video Tace

Jlher (Specify).

8. RECORD SERIES SEQUENCE

C Numerical

C^CTironological

a Geographical

D Other (Speciiv) .

9. VOLUME
o File Oiawer(s)
D Microfilm Reel (si
• Computer race (s

°( (Specily) ~.

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
D Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Roomj 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes • D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

tr NOa Yes

16. AUDIT REQUIREMENTS

a None • Stale a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/'soflware)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page _», Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and food is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. ,EAR / LATETEST YEAR

TO

6. RECORD.SERIES DESCRIPTION ( Btielly describe Ihe lypes o! informalion/documents/forms found in the Series Include ihe purpose or funclicn

P
jDHhe Serfes

7. RECORD SERIES FORMAT(S)

QVLelter Sizg^—' o Microfilm

Size D Compuier Tsce

a Bound Book a Floppy Disk

a Audio Tape a Video Tape

(Specify).

RECORD SERIES SEQUENCE

o*-7flphabelic3i

G Numencal

O-efironological

a Geograohical

Q Glher (Specify)

9. VOLUME
o File Drawer(s)
a Microfilm Reel (s)
a Corppuler race

(Specify) ^

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
a Microfilm Reel (s)
D Compuier TaDe(s)
• Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

V Noa Yes .

16. AUDIT REQUIREMENTS

a None a Slate • Federal c Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE PORM FOR EACH NEW
REVISED R.ECORD SERIES. FORWARD WITH RECORDS RETENTION
SC&EDUIE'(DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENIuRY

Page, Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is i unit for reference as well i s retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documenls/lorms found in Ihe Series. Include ihe purpose or funclicn ol the Senas)

d>h

7. RECORD SERIES FORMAT(S)

a Leller S j jg* - ' o Microfilm

{ I l l ega l Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape a Video "ace

D Other (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

flumencal

• Chronological

n Geograohical

• Other (Specify) .

9. VOLUME
File Drawer(s)

a Microfilm Reel (s)
a Computer race (s!
D Olher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s)
a Computer Tape(s)
D Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Momh(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg, Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slale o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

o Yes

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DCS 550-4 (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEBULE (0"GS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENIdRY

Page . 01

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related rocords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnelly describe the lypes of infotmation/documems/forms foun̂ J in the Series. I n c t a the purpose or function ol !he Series)

7. RECORD SERIES FORMAT(S)

a Leller Sijp-—' . a Microfilm

.egal Size • Computer Tace

a Bound Book a Floppy Disk

Q Audio Tape Q Video Tape

a Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical,

D Chronological

a Geographical

Q Other (Specify)

9. VOLUME
Ti le Drawer(s)

a Microfilm Reel (s)
• Computer Tace (s!
o Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Reel (s)
a Compuler Tape(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monlhly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes O No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None • Stale Q Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-1 (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOUlf (DGS.550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 01

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related rocords normally filed and usea is i unit for reference as well is retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes q/nformalion/documenls/forms found in Ihe Series. Include the purpose or funclicn of Ihe Series)

7. RECORD SERIES FORMAT(S)

D Letter Size^-^ a Microfilm

fegal Size a Compuier "see

a Bound Book a Floppy Disk

a Audio Tape a Video Taps

D Olher (Specify) -

8. RECORD SERIES SEQUENCE

(^^Alphabetiphabetical

D Chronological

a Geographical

a Other (Specify) .

9. VOLUME
File Drawer(s)

a Microfilm Reel (s)
a Compuier race (s)

Olher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
Q Microfilm Reel (s)
a Compuier Tape(s)
o Olher (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly D Momh(s) D Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes . a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 regulation];

D Yes a*'" No

16. AUDIT REQUIREMENTS

a None a Stale D Federal • Independenl

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-1 (Revised 1/93)



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION

(DQS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVEN rCJFjY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

• Records Series - A group of rolatod records normally filed and usefljs a unit for reference as well as retention and disposition purposesDEFINITION

4. RECORD SERIES TITLE
^

5. EARLIEST YEAR / LATETEST YEAR

TO,

qf/nt6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes c/informalion/documenls/forms found in Ihe Series Include ihe purpose or funclion of Ihe Series)

7. RECORD SERIES FORMAT(S)

a Leller Size^*- ' a Microfilm

i jXega l Size a Compuier "see

a Bound 8ook D Floppy Disk

a Audio Tape D Video Tace

a Other (Specify) • •_

B. RECORD SERIES SEQUENCE

D Chronological

a Geographical

a Olher (Specify),

9. VOLUME
File Drawer(s)

a Microfilm Reel (s)
• Compuier race (s)

Olher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
a Compuier Tape(s)
D Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monlhly • Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes : a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 regulation^

a Yes s ^ .No

16. AUDIT REQUIREMENTS

a None a Stale D Feoeral a Independenl

17. IS AN INDEX SYSTEM USED? (If yes. expiam briefly and

describe any hardware/soflware)

18. RECOMMENDED RETENTION

-i6csC5>

o Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 {Revised 1/93)



INSTRUCTIONS -• TYPE OR PRINT A SEPARATE.FORM FOR EACH NEW
REVISEO RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE .(DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD. SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documenls/forms found in Ihe Series. Include Ihe purpose or function ol Ihe Series]

r -6z?;/-

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size a Compuier Tace

a Bound Book a Floppy Disk

a Video Tace

(Specify) .

D Audio Tape

e-OTJier (Sp>

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

D Chronological

D GeograDhical

9. VOLUME
a Fiie"Urawer(s)
o Microfilm Reel (s)
a Compuier race
crT5iher (Specify)

Number Cdsd*/£Z A
10. ANNUAL ACCUMULATION

Q File Drawer (s]
o Microfilm Reel (s)
D Comculer TaDe(s)
• Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes o No

CTIO15. ACCESS RESTRICTIONS (If yes. cite lawjs) S reguialion(s)

a Yes a — N o

16. AUDIT REQUIREMENTS

o None • Stale D Federal o Independeni

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-4 (Revised 1/93)
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INSTRUCTIONS •- TYPF OR PRINT A SFPARATF FORM FOR FAr.H NFW

REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

SCHEDUW: (SGS.<55»I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a.unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD. SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include Ihe purpose or function ol the Series)

7. RECORD SERIES FORMAT(S)

a Leller Size ' a Microfilm

0 Legal Size a Computer "ace

a Bound Book a Floppy Disk

. a Video Tace

(Specify) yy

a Audio Tape

O-Ottier (Sp

RECORD SERIES SEQUENCE

a Alphace!iC3i

• Numencal

a Chronological

a Geographical

9. VOLUME

er-tfih

Nfonber ^ £

• File Drawer(s)
a Microfilm Reel (s)
n Computer Tace

er (Soecily)

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
D Computer Taoe(s)
D Other fScecifv)

Number

11. FILE IS USED

0 Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monihjs) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

D None • Slate D Federal G Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-1 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NOT
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of ralstod records normally filed and4fsed as a unit for reference as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series. Include ihe purpose or function of :he Series)

7. RECORD S^ftlES FORMAT(S)

fl^Celler Size- a Microfilm

a'Legal Size a Compuier Tace

a Bound Book a Floppy Disk

a Audio Tape • Video Tace

(Specifv)-

a Audio Tape

.z'tJlher (Specifv)-vyItf i4 tsY&^<L

8. RECORD SERIES SEQUENCE

a Alphabetical

D Chronological

n GeograDhical

a Other (Specify)

9. VOLUME
a File Drawees)

a Microfilm Reel ;s

t" • Comoulsr race ;s

a-tfiheTjipecily)

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reel (s)
o Comcuier TaDe(s)
Q Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguialion(s)

a Yes

16. AUDIT REQUIREMENTS

• None a Slale o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. sxDiain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

O Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

QG3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTCP

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed indorsed as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD .SERIES DESCRIPTION ( Briefly describe Ihe types of informationVdocumenls/forms found in the Series. Include She purpose or function of the Series)

7. RECORD S^ IES FORMAT(S)

^ e l l e r Size a Microfilm

g Size a Computer Tsce

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

ja^lher lS ^^><:

8. RECORD SERIES SEQUENCE

o Alphabetical

O^Wumerical

a Chronological

• GeograDhicai

n Other (Specify)

9. VOLUME
a File Drawei(s)
a Microfilm Reel is)

/ a Compuiar race (s

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
D Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

077c
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguiation(s)

o Yes «J***T>lo

16. AUDIT REQUIREMENTS

a None a Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-1 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD.SERIES. FORWARD WITH RECORDS RETENTION
SCHiDCilE-j"OG"S 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTOR1-

Page zz: Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Rocords Series - A group of related rocords normally filed and used as a unit for referenco as well as retention and disposition purposes7
used as a

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documenls/forms found in the Series Include !he purpose or funclion of the Series)

FDR7. RECORD SERIES FDRMAT(S)

Size . a Microfilm

g Size a Compuier "see

a Bound Book a Floppy Disk

o Audio Tape a Video Tape

D Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabelical

D Chronological

a Geographical

a Other (Specify) .

9. VOLUME
a File Drawer(s)
D Microfilm Reel (s)
a Compuier Tace
J3--Oiher (Specify) ^ £

10. ANNUAL ACCUMULATION
D File Drawer (s)
o Microfilm Reel (s)
D Computer Taoe(s)
Q Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Monih(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None • Stale a Federal Q Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any harctware/soflware)

18. RECOMMENDED RETENTION

a Yes

/ SJF .S J^ jr

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-4 (Revised 1/93)





INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD.SERIES. FORWARD WITH RECORDS RETENTION
SChlf.DUlE \0<& 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENT CiRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of rolated rocords normally filed and used as a unit for roforonco as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in Ihe Series. Include !he purpose or function of the Series)

FDR7. RECORD SERIES FORMATS)

ja-*tTetler Size_ a Microfilm

B**Legal Size D Compuier "ace

a Bound Book a Floppy Disk

a Audio Tape a Video Tape

D Other (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

D Chronological

a Geograohxa!

a Other (Specify)

9. VOLUME
o File Drawer(s)
D Microfilm Reel (s)
a Computer Tace

^ (Specify)

Number

10. ANNUAL ACCUMULATION
• File Orawer (s)
D Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly • Monih(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None • State D Federal c Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550J (Revised 1/93)





INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHSDUfcE J9GS 550-1

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of rotated records normally filed ind^used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms (ound in the Series. Include ihe purpose or function of the Series)

Expert* e

7. RECORD SERIES FORMAT(S)

O^Celler Size^.-- ' a Microfilm

.egal Size a Compulet "ace

a Bound Book D Floppy Disk

a Audio Tape a Video Tace

D Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

D Chronological

a Geographical

Q Clher (Specify)

9. VOLUME
a File Drawer(s)
0 Microfilm Reel (s)
a Conicjjuler Tace (
Q-t5ther (Specify),.

Number

10. ANNUAL ACCUMULATION
Q File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly a Monthly a Month(s) D Year(s)

Number

13. CURRENT LOCATION'S) (Bldg.. Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 regulation^)-'

a Yes

16. AUDIT REQUIREMENTS

a None • Slate a Feaeral a Independent

17. IS AN INDEX SYSTEM USED7 (If yes. exc:ain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

Q Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER
s
21. DATE

0G3 550-4 (Revised 1/93)



INSTRUCTIONS •• TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SfH£DUkE (CGS 550-1]

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of rolated records normally filed and^uaed as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms lound in Ihe Series. Include ihe purpose or function of Ihe Series)

7. RECORD SERIES FORMAT(S)

Size^.*--" a Microfilm

.egal Size D Compuier "spe

a Bound Book a Floppy Disk

D Audio Tape a Video Tape

a Olher (Specify)

RECORO SERIES SEQUENCE

a Alphabetical

D Chronological

a GeograDhical

a Cther (Specnyi

9. VOLUME
a File Orawer(s)
D Microfilm Reel (s)
a Computer Tare (a Comput
o^t?mei (S

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) n Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 reguialionjs)-

D Yes at^ No

16. AUDIT REQUIREMENTS

D None a Slate D Federal D Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes_ Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-1 (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DC.S 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of rolatod rocords normally filed and/used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION ( Briefly describe the types of information/documehts/forms found in the Series. Include ihe purpose or function ol the Series)

7. RECORD SERIES FORMAT(S) RECORD SERIES SEQUENCE

a AlphaDetical

s^fiumetical

o Chronological

a GeograDhicai

D Olher (Speciiy)

9. VOLUME
D File Orawer(s)
D Microfilm Reel (s)
D Computer Tace

Number

10. ANNUAL ACCUMULATION
D File Orawer (s)
D Microfilm Reel (s)
a Comculer Taos(s)
a Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

J /C

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

D Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 reguiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate D Federal G Independent

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and

describe any hardware/soflware)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-1 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OQS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

/ " f — I f f ¥ f

DEFINITION • Records Series - A group of rolated records normally filed an
/

id/used is i unit for reference as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/dqcuments/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

a Alphabehcal

Numerical

o Chronological

• GeograDhicai

a Other (Specify) .

9. VOLUME
o Fiie Orawer(s)
a Microfilm Reel is)
a Compuier Tace (s)

Numbe

10. ANNUAL ACCUMULATION
D File Orawer (s)
o Microfilm Reel (s)
a Computer Taoe(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguialion(s) „..•

D Yes

16. AUDIT REQUIREMENTS

o None • Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exciam briefly and

describe any hardware/software)

a Yes S^To

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-4 (Revised 1/93)



INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

J
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

sL.
DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIE^ DESCRIPTION ( Briefly describe the types o^information/documents/forms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

D Legal Size a Computer Tace

a Bound Book a Floppy Disk

a Video Taps

(Specify) .

>

a Audio Tape

•trt5ite"(

s

8. RECORD SERIES SEQUENCE

Q Alphabetical

s Numerical

D Chronological

• Geographical

M (Specify!

9. VOLUME
O File Drawer(s)
a Microfilm Reel (si
a Computer Tace (s)

(Specify)

Number ]F-*,

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Computer Tarje(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes n No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s).

D Yes

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes, exoiam briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Z 3.
DGS 550 4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTdRY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION { Briefly describe Ihe types ofyinformalion/documents/forms found in Ihe Series. Include the purpose or function ol the Series)

7. RECORD SERIES FORMAT(S)

a Letter Size , a Microfilm

a Legal Size a Computer face

• Bound Book a Floppy Disk

o Audio Tape a Video Tape

•tet5lher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

o Chronological

• Geographical

(Specify)

9. VOLUME
o File Orawer(s)
D Microfilm Reel (s)
a Computer Tace
another (Specify) .

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Tape(s)
o Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly o Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulations}

a Yes S<^ No

16. AUDIT REQUIREMENTS

a None a State o Federal o Independenl

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

-3
DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of rolatod rocords normally filed an
/

d/used is > uniunit for reference as well i s retendon and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms found in the Series. Include She purpose or function of the Series)
/ /

7. RECORO SERIES FORMAT(S)

e^Leller.

Legal Size

a Bound Book

a Audio Tape

a Other (Specify).

a Microfilm

a Computer race

o Floppy Disk

a Video Tape

8. RECORD SERIES SEQUENCE

D Chronological

n Geographical

o Other (Speciivi .

9. VOLUME
O—HS~Orawer(s)
a Microfilm Reel (si
• Cornouler Face ;s!

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Mtcrolilm Reel (s)
Q Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

j
14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 re^Oialion(s)

a Yes y No

16. AUDIT REQUIREMENTS

a None a Slate D Federal D Independent

17. IS AN INDEX SYSTEM USED7 (K yes. explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93]



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 55.0-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of rolatod rocords normally filed and/used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe types of informalion/documents/forms found in the Series. Include the purpose or funclion ol the Series)

£ jZ4&

7. RECORD SERIES FORMAT(S)

•W^cHer,

Legal Size

a Bound Book

a Audio Tape

a Olher (Specify) .

a Microfilm

a Computer "see

a Floppy Disk

a Video Tace

8. RECORD SERIES SEQUENCE

.p-'^iphabeticai

D Chronological

a Geographical

D Clher (Specify) .

9. VOLUME

D Microfilm Reel (si
a Computer face is

The7 [Specify I J

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or olfice

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 re^iiation(s)

a Yes

16. AUDIT REQUIREMENTS

a None • Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVVED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DCS 550.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed/ind used as a unit for roference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe (he lypes of informalion/documents/forms found in the Series. Include the purpose or function of the-Senes

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size • Computer Tace

• Bound Book o Floppy Disk

a Audio Tape a Video "ace

(Specify) .

RECORD SERIES SEQUENCE

a AlphaDelic3i

f^Wumencnl

a Chronological

a GeograDhical

D Olher (Speciiyi

9. VOLUME
o .--.ie Orawer(s)
a Microfilm Reel (s)
a Cgj^uter Tace (

7
'Number

10. ANNUAL ACCUMULATION
D riie Drawer (s)
o Microfilm Reel (si
D Computer Taoe(s)
• Oir.er (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly o Monih(s) • Ye=r(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Roomj 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 reguiation(s)

D Yes •

16. AUDIT REQUIREMENTS

D None • State o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes 'No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Af/fit'3 .
DG3 550-1 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED R.ECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 55Q-I)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed/ind used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION ( Briefly describe Ihe lypes of.informalionydocuments/forms found in Ihe Series. Include the purpose or function of thjf Series)

7. RECORD SERIES FORMAT(S)

a Leller Size a Microfilm

a Legal Size a Computer Tsce

a Bound Book o Floppy Disk

a Audio Tape a Video Tace

(Specify)

rfjff

RECORD SERIES SEQUENCE

a Alphacelicai

£**FJume[ical

D Chronological

a Geogtaohical

Q Other (Specitvi

9. VOLUME
o File Drawer(s)
a Microfilm Reel (s)
a Computer race (s

(Specify

dumber

10. ANNUAL ACCUMULATION
n File Drawer (s)
o Microfilm Reel (s)
o Compuler Taoe(s)
D Olhsr (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Monih(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 reguiation(s)

a Yes ' D

16. AUDIT REQUIREMENTS

a None a Slate • Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes 'Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550J (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEE'JLS (DOS 350-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Pagev Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed a/d used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

A
O

6. RECORD. SERIES DESCRIPTION ( Briefly describe Ihe lypes of informatiorVdocuments/lorms found in Ihe Series. Include Ihe purpose or funclion of Ihe Series)

9. VOLUME
ile Orawer(s)

a Microfilm Reel (s)
• Compuier race (s)

•-> .B'tilher (

SERIES FORMAT(S)

Size a Microfilm

Legal Size o Compuier Tace -

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

o Olher (Specify)

8. RECORD SERIES SEQUENCE

AlphaDelical

G Numerical

D Chronological

a GeograDhical

a Clher (Specify)

10. ANNUAL ACCUMULATION
D File Orawer (s)
a Microfilm Reel (s)
Q Compuier Tape(s)
D Olhsr (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly Monthly a Momh(s) a Year(s)

NumDer

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

• Yes • D No

15. ACCESS

a Yes

RESTRICTTOINS (If yes. cile law(s) S reguiation(s)

Mo

) 5 reguu 16. AUDIT REQUIREMENTS

a None a State a Federal a Independenl

17. IS AN INDEX SYSTEM USED? (If yes. exoain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

• Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEf5UL€ (DGS-550-l)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYWNO 20794

AGENCY RECORDS INVENTORY

Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A aroup of related records normally filed i/i used »s a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

?
i TO

6. RECORD. SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include ihe purpose or function of Ihe Series)

Drawer(s)
a Microfilm Reel (sj
a Computer race (

7. RECORD SERIES FORMAT(S)

tier Size a Microfilm

Legal Size a Computer Tcce

a Bound Book a Floppy Disk

a Audio Tape a Video "ace

a Olher (Specify)

G Numerical

o Chronological

a Geographical

a Other (Speciiyi

10. ANNUAL ACCUMULATION
D File (Drawer (s)
a Microfilm Reel (s!
a Computer Taos(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Month(s) Q Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguialion(s)

a Yes • l / , N o

16. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

DGS 550-4 (Revised 1/93)
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INSTRUCTIONS •• TYPE 01? PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of rolited records normslly filed tffd used is i uniunit for roferenco is well i s retention and disposition purposes.

4. RECORD 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnefly describe Ihe lypes of information/documents/forms found In Ihe Series. Include Ihe purpose or funclion ol Ihe Series)

,

**z^h-Icto tAsr**

M lerfer :

7. RECORD SERIES FORMAT(S)

Size a Microfilm

Legal Size a Computer TECS

o Bound Book a Floppy Disk

a Audio Tape a Video "ace

Bother

/

RECORD SERIES SEQUENCE

a Alphaoelicai

• Numencal

D Chronological

• Geographical

O^UIher (Speci(Specify)

9. VOLUME
D File Oiawer(s)
a Microfilm Reel (si
a Cpjupuler Tace ;

^ D (Specify

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Compuler Tat)e(s)
a Olher (.Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly a Momh(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes D No

15. ACCESS RESTRICTIONS (If yes. cite lawjs) 5 regulation^

a Yes '

16. AUDIT REQUIREMENTS

a None • Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEOULE (DGS 550-1)
•» «

4.

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Cf

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

7?
DEFINITION • Records Series • A group of rolatod records normally filed *ffd used as a unit for reference as well as retention and disposition purposes

4 R E C 0 R D S E R l E S T I T L E
5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION ( Biielly describe the lypes of informaliorVdocuments/forms found in Ihe Series Include ihe purpose or function ol the Series)

^

M Letter i

7. RECORD SERIES FORMAT(S)

Size a Mictoiilm

Legal Size a Compuier Tece

a Bound Book a Floppy Disk

a AujKo Tape a Video Tace

L

RECORD SERIES SEQUENCE

a AlphaDelical

G Numencal

a Chronological

a GeogtaDhical

C i t h e r iSpeci(Speciiyi

9. VOLUME
o File Drawet(s)
D Microfilm Reel (s)
a Cp^uler race ;s
iKOlher jSsecilYJ^

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Compuier Taoe(s)
a Olher (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 regulation^

a Yes

16. AUDIT REQUIREMENTS

a None • Stale a Federal c Independen;

17. IS AN INDEX SYSTEM USED7 (If yes. exoiam briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)



INSTRUCTIONS •• TYPE OR PRINT A SEPARATE PORM FOR EACH NEW
REyiSEO RECCfcfJ SERIES. FORWARO WITH RECORDS RETENTION
SCHEDL'cE (SGS-55n-l)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTC

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and utfira as a unit for reference as well as retention and disposition purposes.
/

ijjfd as a uni

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION ( Bfielly describe Ihe lypes of information/documents/forms found in Ihe Series. Include the purpose or funclicn of the Series)

J

1. RECORDSERIES FORMAT(S)

o/Leller Size a Microfilm

a Legal Size a Computer "see

a Bound Book a Floppy Disk

• Audio Tape a Video Tace

o Other (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

D Chronological

a Geographical

•e^Cther (Specify),

9. VOLUME

3

File Orawer(s)
a Microfilm Reel (si
a Caffifiuler Tace (s
j /Otner (Specify] S

Number

10. ANNUAL ACCUMULATION
Q File Orawer (s)
a Microfilm Reel (s)
a Computer Tarje(s)
o Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly 3 Monthly D Monih(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguiation(s)

Q Yes i r No

16. AUDIT REQUIREMENTS

• None n Slate D Federal a Independent

19. NAME AND TITLE OF PREPARER

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

DG3 550-4 (Revised 1/93)



INSTRUCTIONS •- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECSRD SERIES. FORWARO WITH RECORDS RETENTION

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVEN7CS

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of rotated rocords normally filed and u^ira as a unit for roferonco as well i s retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD-SERIES DESCRIPTION { Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Seiies. Include ihe purpose or function ol Ihe Series!

7. RECORD^ERIES FORMAT(S)

Q^Leller Size o Microfilm

a Legal Size o Corr.puier Tsce

o Bound Book a Floppy Disk

a Audio Tape a Video "ace

D Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

a Chronological

n Geographical

•e^Cther (Specify),

9. VOLUME

3

File Drawer(s)
a Microfilm Reel \%\
a Caflipuler Tace (s
J/Olher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Compuier Taoe(s)
o Olhsr (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes O No

15. ACCESS RESTRICTIONS (If yes. cile law(s) a reguiation(s)

D Yes $r No

16. AUDIT REQUIREMENTS

a None • Slate a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DG3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS-550-l)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

72/5 WATERLOO ROAD
P.O. BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTOR

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of rolated rocords normally filed and usefl is i unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR /<

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documents/forms found in Ihe Series Include the purpose or function of the Series)

7. RECORD S5KTES FORMAT(S)

Size a Microfilm

a Legal Size a Compuler TECS

a Bound Book a Floppy Disk

Q Audio Tape a Video Tace

a Olher (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

D Chronological

a Geographical

a Other (Specify)

9. VOLUME
:ile Orawet(s)

a Microfilm Reel (s)
• Compuler race ;sl

f a Oihei (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
• Compuler Tape(s)
• Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

O Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

n Yes _ ^ _ o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation^

a Yes

16. AUDIT REQUIREMENTS

a None a Stale o Federal Q Independent

17. IS AN INDEX SYSTEM USED7 (If yes. exoiain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER
/

21. DATE /

DG3 5504 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FEVISEO RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of rolatod rocords normally filod and uaefl as a unit for roferonco as well as rotontion and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR /
/ - - - • II «~ J a j - t ^ a » _ . S\d

6. RECORD-SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series. Include Ihe purpose or function of the Series)

V&0H?/O^> - J/Cte>f&£Fsz»£?

vBi^2>

7. RECORD S ^ « T E ? " F O R M A T ( S )

Q/Letter Size a Microfilm

a Legal Size

a Bound Book

a Audio Tape

a Olher (Specify) .

a Computer Tace

o Floppy Disk

a Video Tace

RECORD SERIES SEQUENCE

a Alphabetical

umencal

a Chronological

a Geographical

a Other (Speoiyi .

9. VOLUME
ile Orawerfs)

a Microfilm Reel (S)
• Compuler Tace (si
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
Q File Drawer (s)
o Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes O No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 3 regulation!;

a Yes

16. AUDIT REQUIREMENTS

D None • Slate o Federal a Independent

17. IS AN INDEX SYSTEM USED7 (If yes, exoiain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

.3
DG3 550-t (Revised 1/93)



INSTRUCTIONS •- IYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as a unit for reference aa well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD.SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in the Series. Include the purpose or (unction ol the Series

7. RECORD SERIES FORMAT(S)

o^Letler S i j e - ^ ^ O Microfilm

Legal Size • Computer "ace

a Bound Book a Floppy Disk

• Audio Tape • Video ~ace

o Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

D Chronological

a Geogra

c 'Clher (Specify

jraDijicai

:r (Specify| A^l^/-^'^^ -

9. VOLUME
File Orawer(s)

Q Microfilm Reel (si
• Computer "ace (si
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Seel (s)
a Cbmcuter Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Monih(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation^

a Yes

16. AUDIT REQUIREMENTS

a None a Slate a Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain briefly and
describe any hardware/software)

o Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 55OJ (Revised 1/93)



INSTRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series • A group of related records normally filed and uied as > uniunit for roforenco as well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms found in the Series. Include trie purpose or (unction ol the Series)

7. RECORD SERIES FORMAT(S)

o^Letler S i j e^^ o Microfilm

Legal Size a Computer Tace

o Bound Book a Floppy Disk

a Audio Tape a Video "ace

o Other (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

D Chronological

• Geographical

c 'C ther (Specify)

9. VOLUME
fle Orawet(s)

D Microfilm Reel (si
• Computer Face is)
o Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
o Microfilm Reel (s)
Q Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly D Monih(s) a Yesr(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Roomi 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office;

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 regulation];

a Yes

16. AUDIT REQUIREMENTS

a None a Slate D Federal G Independent

17. IS AN INDEX SYSTEM USED7 (If yes. expiam briefly and

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

0G3 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 5,50-1)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of rotated rocords normally filed and/Gsod as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD-SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documenls/forms found in Ihe Series. Include Ihe purpose or function ol the Series)

j

— ^
7. R E C O R D ^ H T T E S FORMAT(S)

e'Letler Size^.

Legal Size

a Bound Book

D Audio Tape

5lher (Specify)

Q M icroiilm

a Computer Tacs

• Floppy Disk

a Video "ace

RECORO SERIES SEQUENCE

D Alphaoetical

• Numerical

a Chronological

a Geographical

• (Soecityi

File Drawer(s)
a Microfilm Reel isi
• Compuler race fs!
D Other (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
D Microfilm Reel (s)
a Computer Taoe(s)
o Other (Spec:fy)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Roomi

#77%.
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 3 reguiation(s)

o Yes

16. AUDIT REQUIREMENTS

a None • Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoism onefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 5504 (Revised 1/93]



INSTRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULEJDGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of rolatod rocords normally filed and/used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD-SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documents/forms found in Ihe Series. Include Ihe purpose or function ol ihe Series)

j

7. RECORD^EftfES FORMAT(S)

BT'Letter Size,- a Microfilm

Legal Size

a Bound Book

a Audio Tape

Sther (Specify)

D Computer Tsce

a Floppy Disk

a Video Tape

RECORO SERIES SEQUENCE

a Alphacelicai

G Numerical

D Chronological

a Geographical

jther (Speciiv)
/

9. VOLUME

Number

Fiie Orawer(s)
a Microfilm Reel (s)
a Computer race (s)
D Olher (Specify)

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
o Olhsr (Specify)

Number

11. FILE IS USED

D Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

• Monthly a Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate a Federal D Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

o Yes

A CL
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

IV/P-/CJ5
DG3 550-4 (Revised I/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE rORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Rocords Series - A group of rolatod rocords normally filed and used'as a unit for roforonco as wall as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documepls/forms found in Ihe Series. Include^lne purpose or function of the Scries)

7. RECORJ)'SERIES FORMAT(S)

a Bound Book

a Audjfl Tape

a'Dlher (Specily)

Q M iciofilm

a Compuler 7ace

• Floppy Disk

ideo Tape

RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

D Chronological

e^Clher (Speciiv) /\S{/Ai'

9. VOLUME
File Orawer(s)

a Microfilm Reel (s)
a Compuler race (si
D Olher (Specify)

Numbei

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
a Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

•Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or olfice)

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiajjon(s)

a Yes

16. AUDIT REQUIREMENTS

a None a Slate o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and.

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

0G3 550-4 (Revised 1/93)



INSTRUCTIONS .. TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF G E N E R A L SERVICES
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PiO. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTOR

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related rocords normally filed and used is i unit for reference as well as rotentjon and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe (he types of informalion/documejHs/forms found in Ihe Series Incluaytr.e purpose or function ol the Series)

7. RECORD'SERIES FORMAT(S)

v Va\yf\ Size a Microfilm

ijC'Legal Size D Computer Tace

a Bound Book a Floppy Disk

Z Tape _ , ^BJ/ideo Tape

(Specify)'

RECORD SERIES SEQUENCE

a Alphabetical

G Numerical

a Chronological

• Geographical

Jther (Specify)

9. VOLUME
File Oiawer(s)

O Microfilm Reel (s)

• Compuler Tace (s)

• Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
Q Microfilm Reel (s)
D Computer Taoe(s)
D Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly 3 Monthly D Momh(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)

•77ic.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice

D Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguia^on(s)

Q Yes

16. AUDIT REQUIREMENTS

a None a State o Federal c Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and,

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

- QjtA-d2*.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

=?
OG3 550-1 (Revised 1/93)


